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Registration on the Coupa Supplier Portal (CSP) 

Tip: Always use Google Chrome 

 

A Luminus employee invites you to register on the Coupa Supplier Portal (CSP) 

You will receive an invitation by e-mail from Coupa (do_not_reply@supplier.coupahost.com). 

This invitation email also contains a link to our Luminus website, where you can find the manual and 

additional information about Coupa. 

 

• Click on the "Join Coupa Supplier Portal" button.  

 

 
 

By clicking this button, you will be redirected to the following webpage where you can create your 

account.   

 

• The field Business name has already been filled in by Luminus. 

• In the fields First name and Last name you enter your first and last name or if you prefer to 

keep it general, you can choose First name: Accounts – Last name : Receivable (this can be 

useful if you want to use a generic e-mail address like info@...). 
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• Create and confirm a secure password (min 8 characters with at least one number and 

letter). 

• In the Country/region field, please enter your country. 

• Enter your VAT-number in the Tax Registration section. 

• Accept the terms and conditions. 

• Click “create an Account” 

 

 
 

Note: If you do not have a VAT-number, you can tick "I do not have a tax ID" and mention "Not 

subject to VAT" in the Reason field. 
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In case of the Pop-up below, you need to select "No, continue creating a new account". 

 

• Click “Next” 

 
 

Coupa will request if they can publish your profile. 

• Select “Do not publish my business profile 

• Click “Save” 
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Start with completing the following fields 

• Country/Region: choose “Belgium” 

When you choose Belgium, extra fields will become visible 

• Address Line 1: fill in your street address and house number 

• City: fill in the city where your company is registered 

• State: the state or province 

• Postal Code: fill in your postal code 

• Co Reg. number: indicate your company registration number 

• Place of reg.: the city where your business is located 

• Register Legal Entities: fill in “UBO” 

• Type of Company:  e.g. Ltd 

• Preferred language: select the language for your legal invoice presentation 

• Click " Save and Next" 

 
 

 

You will now be asked to complete your payment information. 
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• Account Nickname: choose a name that identifies this payment method for you 

• Beneficiary Legal Name: the name of your company 

• Bank Account Country/Region: choose the country where your bank is located  

• Bank Account Currency: EUR 

• Bank Name: the name of the bank where you hold your account 

• Accountnumber: take the 9 digits in bold from your own IBAN Number   

vb.: BE52733069146509 

• IBAN: enter your full IBAN number ( without spaces ) 

• SWIFT/BIC-code: enter your SWIFT/BIC code here 

• Scroll down and click “Save and Next” 
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The following screen appears. Within a few seconds you are automatically forwarded to the next 

page. 

 
 

You will now be returned to the main page of the Coupa supplier portal 

 
 

What if you didn't see the previous screens for setting up your legal entity?  

 

The following steps will help you set up your legal entity and payment method if it didn't work using 

the instructions above.  
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Set up Multifactor authentication 

 

For security reasons, Coupa requires multi-factor authentication (MFA) for parts of the supplier 

portal.  

 

Before completing your profile, you must activate this MFA setting once. 

• Go to your name at the top right and choose "Account Settings" 

 

 
 

• Choose “Security & Multi-Factor Authentication" from the left menu.  

 

 
 

A screen with a QR code will appear. 

• Click "cancel" at the bottom of the screen 
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• Choose authentication via text message on the next screen: 

 
• In the next screen, enter your mobile phone number starting with the country code (+32 for 

Belgium) 

• Complete the check that you are not a robot and click "Send code". 

• Enter the code received by text message in the box under number 3. 

• Click "Enable". 

 

 
 

Set up a legal entity and payment method 

 

• Select "Business profile" followed by "Legal entities". 
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• Click on "Create" 

 
 

• Enter your company name under Legal Entity name and select your country in the 

Country/Region field. 

• Choose your Country/Region and enter your VAT ID (format: starting with your country 

code) 

If you do not have a VAT number, you can tick the box "I don't have a Tax ID Number" and 

enter your company number.  

• Company registration number: fill in your company number. 

• Place of Reg.: indicate the place where your company is registered. 

• Register Legal Entities: enter "UBO". 

• Type of Company: choose your company form (e.g. LTD, …) 
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• Enter your address details in the Invoice From Address section: 

o Country/Region: this will be filled in automatically. 

o Address line 1: street and house number. 

o City: enter your city. 

o State: enter your state. 

o Postal code: enter your postal code. 

• Select the Preferred Language in which you wish to create your invoices. 

• Check the box for Same as Invoice From Address for the Ship From Address. 

• Click "Save". 

 
 

You will be given the option to add a payment method to this legal entity via the following box.  

• Click "Continue" 

 

• Click on "Add Payment Method"  
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• Choose “Bank Transfer” 

 
 

Select the legal entity for which you need to create the remit-to address (if there is only one, it will 

be filled in automatically). A legal entity refers to the company for which you want to add the 

account number. 

 

You can then enter the payment details as described earlier on page 5. 
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You will now return to the overview of your transfer addresses where you can find the new transfer 

address. 

 

You have now completed your registration and are now successfully registered on the Coupa 

Supplier Portal for Luminus.  

 

If you have additional questions or would like additional help, you can always contact us via our 

mailbox: esupplier@luminus.be . 
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Additional information  

Manage your business data  

 

After completing your registration, you will receive another email requesting you to update your 

information. 

No immediate action is required.   

 

 
 

This email provides the opportunity to change your details at a later stage, if necessary, as indicated 

below. 
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After receiving the email, you can update your details on the Luminus profile if needed. 

• Go to Business Profile > Information Requests 

• Click on the most recent form “Supplier Data update”. 

• After making your changes, click on "Submit for approval". 
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Change your language 

 

You can scroll down the page and select your preferred language. 

 

 
 

 


